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l. GENERAL

: a. The purpose of exit clearance processing is to ensure that the
‘ Agency's obligations to the departing individual and the individuel's
obligations to the Agency are properly discharged. Before am .¢:.éiw < -Cs
- wdadivideal separatelfy from the Agency or depart}{ on extended leave of
60 calendar days or more /he,»#sir ui to return or account for
asie Government property 1ss;,1ed to,m d sy Agency or other Govern-
L ment records which are in ]&s possession; arrange for setilement of
any in Eptedness to the Agency, be informed of any benefits (hospitali-
zation, finsursnce, accrued annuel leave, etc.) to which esmep=s en-
titled; and be briefed regardlng cover, security, and .ams special
clearances wiisekwhe-mey neld. In order that these obligations mey
be discharged in a timely and uniform menner, individuals must give
= notice of their intended separation or obtain spproval for extended
! leave as soon as practical, but at least two weeks in advance of
their last workday. TFailure to give adequate notice may delay e
final settlement of pay, leave, and retirement accounts for an ex-
tended period of time after departure.
2
©. This handbook applies to staff personnel, Type ‘@ contract employees,
and civilien and military personnel detailed to the Agency whose exit

;‘; processing is handled in headquarters.
2. PROCEDURES
? T
a. STAFF EMPLOYEES, TYPE # CONTRACT EMPLOYEES, AND DETATLED CIVILIAN

PERSONNEL
. (1) The administrative officer of the component to which the emw .t aiitwiissl
N ployes is assigned will: -

(a) Notify the Personsl Affairs Branch, Benefits and Services

Division, Office of Personnel at least two weeks before , :

, o the empleyeeds last day of duty, or immediately if the.vw! Dootdload

S employee fails to give two weeks advance notice, and glve
' the following information:

(1) Employeeds full name and eny other. ru(e names (not )
. pseudonyms) under which the ei?fployee has been-empieyed. r2o°7
in the Agency.

(2) Serial number.

s

(3) Project number (formerly FAN account).

Revised: 16 November 1972 | E2 IMPDET
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2a(2) ’ ' .

(L) Grade.
(5) Funds from which paid vouchered or COnfidentiég.
(6) Reason for separation or extended leave.

(b) Schedule a preexit interview for staff employees with the
Professional Placement Branch, Staff Personnel Division,
Office o§ Pﬁ; onnel fo€V§§ 07 g and above and the Clerical
Staffing Branchﬂfor GS<06's and below; a preexit interview
is not required for employees departing on extended leave.

25X1A(c) Prepare Form 1152, Request for Personnel Action, for staff

d detailed civilian employees, as required by
in sufficient time to reach the Personal AN
, Affairs Branch before the employee's last workday.

(d) Notify the Gertifiestien and Iiaedeew Division, Office

of Finance if, according to the records of the component,
the employee has received, used, or been 8 custodian of e
Agency funds within six months preceding the date of e
separation. '

CorTral Caver o~

—_ (e) DNotify the Gewver-—end Commercial Staff of the employee's

pending departure, obtain instructions regarding the NaF
maintenance of cover legend as appropriate, and schedule :

an appointment for an interview.
AL ok el
— (f) G&we the employee h&qAFo m QLo

Locator Record, Lo MRAE SR
Affairs Branch Onj%?s last workday

entral Emergency and
e« it to the Personal

-
AL —_
(g) Provide guidance and assistance to the employee in -kiee
preparation of a written summary of kis Agency employment.
The administrative officer will submit the draft summary
: to the following Epr rev1%y an%_approval the employee's
—_— Career Service; @evef{&nd Comme%clal Staff,if the employee
\ —_ had ever served under cover; and the Office of Security.
After final approval of the summary, the administrative
officer will give the employee a separately typed covy
of the text of the approved summary and we@f send the
original with the approval signatures to the Office of
Personnel for permanent retention in the >l
Official &4

N

ILLEGIB

(h) Notify whke »
of an employee's contract. “
(2) The Personal Affairs Branch will: | o

Approved For Release 2000/06/26 : CTA-RDP8%60357RG06200020035.%5
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notify all clearing components by "Weekly Advance Notice
of Separations' of the pending separation or extended leave;

. {b) obtain from all clearing components positive veriﬁ%ﬁarion
or certification that the employee has satisfiedﬂﬁés b=~
ligations to the Agency or has made satisfactory aprrsn~--

s . o ——
ments to discharge them. If appropriate ——
Form 21, Final Clearanre R~--. -~
ponentsa  Fr--

eEinge £f
.y o OCESEINE the Sta
‘*“‘S"‘“‘f"i’ﬂ:aﬁf“”e . ? e to notlfy -

A or to
on extended lea 1 30 d%}}’lsispf:;n be handled
i . 'ng the 1
hoa or SurnishCiossice o

4 - ' Anstruct 20 \

5, Suc ees ee A
foral EMPAOa1 BLOYC, cion

|
|

- Lcarance
-
. L On : : OTLS ) oo 8nd request that -~€4c
p pensatélt {)ed‘lctlo,g and return to the Personal
loymw Retir® - wicth the completed form;
Unemp a of
Refun

T , : — T i
; o ¥V reviev the.cgmpleted Form 21 to ensure +he*— 1earancel
i clearances have %?En‘pronov“ ) 1Aired‘c - ficatlibn
11 req cific
plete the cewriat that @ the cer
S 21 to enSQr?ed complet a forward thef
T m
(g},;reV1e¥e n proper Ydez at theé:gggard Form 802,

have T : B

. ace P riate,

in theaﬁ%,when apP?%%, : - vilange« to the

form, o for retentitm _.aucn, Control Division, Office

Fina

f vie Qffice of @edmt Computer Su
; ~— Duta. raceEEﬁﬁﬁz;) =

| (3) The Professional Placement Branct will, upon receipt of noti-
fication from the administrative officer, schedule and conduct the

preexit interview for an employee in grade GS-07 and above.

—wigre the informaﬁignligwcoded and sent to

oy

G .
,,e,:eg‘éﬁ» b AW«WV( ’6/;% G'Q’}\ At p e Jfﬁ,ﬁ

(k) The Clerical Staffing Branch will, -upon receipt of notification
from the administrative officer, schedule and conduct the preexit
interview for an employee in grade GS-06 and below.

Revised: 16 November 1972 E>  IMPDET 3
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5,

2a(5)

-t »-’"“’“" it f{t’l—d_/e
(5) The Office of Flnance will- gzrange to pay the employee;any

moneys due héwm andrﬂaﬂdbﬁﬁﬁyé%ﬁebted to the Ageagxaharrange Jql
with him—the-manner~ef repayment sz’ g Atd € a2 h Aéé} 7”

(6) The Office of Security will S

e
b

(a) obtain Agency badges from departing personnel amd deter-
mine that all badges have been properly accounted for;

(b) conduct the empioyeels security briefing;

aﬂﬁ«m "fﬁ"!‘“-f,

(c)  Gemamd—end recelve—from the employee all classified and
unclassified documents and material remaining in pos- -
gsession, custody, or control that are the property of CIA
or the custodial responsibility of CIA;

(d) +teke.ieeneccessary -sbeps™to recover badges and, if re-
quested, other documentation issued by or for the Agency
if not surrendered on the last workdsy by the employee.

Coxital Cover
(7) The Cower—and Commercial-Staff will

&« e

o L- A b &

(a) in collaboration with the component to which the emplayee '
is assigned, determine whether eny previously es-
tabllshedqggye W %»be maintained. If so, ghkve=bhe amployee
1nstrucfionSgTegar hg the cover legend to be used, im.

generwi-and for-filing-income tax returnsy .

£

)

within two weeks fol]ow1ng/the date- of separation, or as

soon as possible thereafter.
N Ay & PITN
(8) The employee will Ao amﬁ%

(a) prepare a éweft written summary of s Agency employment
for appropriate review and approval as delineated in
paragraph 2a(l)(g) above;

(b) report to the Staff Personnel Division for é preexit inter-
view; as=scheduleds
4¢4k62/

_zhe
(c) on B#s:last workday turn in histregular badge to the Office

-’

mation to thg Cem : e Division, - /‘N\

of Security receptionist, obtain a temporary "No Escort' -

4. Approved For Release 2000/0}(35/26 ERRDOPSEGB357RO00200020035-4
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badge, and then report to the Personal Affairs Branch wit
Mbseigce- Personnel Emergency and Locator Record, BEerm642, for

¥ final exit processing;
Coxviral Covex

(d) report to tHee-Leover=und Commereial Staff for an interview as

instructed; Vel .
Exfernal Nehihee Rranch Sge o1 TY  £OPAET
(e) report to the Employee Activity Braneh, Personnel

Seeurity Division, Office of Security for an interview

as instructed on.f%g; last workday;

(£) report to other components as—instructed-be—eemplete FoA
reqrtred clearances and return the completed Form 21 \
to the Personal Affairs Branch before departing the Agency.

b. STAFF EMPLOYEES, TYPE I CONTRACT EMPLOYEES, AND DETATLED CIVILIAN
PERSONNEL WHEN CLEARANCE MUST BE OBTAINED IN ABSENTIA

(1) The administrative officer of the component to which the e e
enyployee is assigned will ’ '

(a) notify the Personal Affairs Branch as soon as possible
of the separation or extended leave following procedures
specified in paragraphs 2a(1)(a), (c), and (d) above;

Caelral Covex _

(b) obtain from the -€over eméd-Commeredsad Staff and forward
to the employee instructions regarding the maintenance
or elimination of cover legends as appropriate;

(cy ensure that the employee receives required documents,
such as Standard Form 56, Agency Certification of
Insurance Status; and Standard Form 2802, Application
for Refund of Retirement Deductions, coordinating this
action with the Personal Affairs Branch.

(2) The Personal Affairs Branch, in cooperation with all clearing
components, will ensure that ske clearance processing is
completed.

(3) The Office of Security will eke~faereeessad steps 40 re-
cover all documentation (including badges) issued He=the
empleyee by the Agency.

C. DETAILED MITITARY PERSONNEL Y B . .
‘ 5‘,’1‘4{/{ A LTSN L AL !

(1) The Military Personnel Branch,AOffice of Personnel will

(a) notify the administrative officer of the componment to
which the military detailee is assigned of the effective
date of separation;

‘Revised: 18 September 1973 5
E2 IMPDET
Approved For Release 2000/06/26-¢-CIA-RDP82:90357R000200020035-4
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2e(2)

ILLEGIB

Lonlimdidto the Bmpreyee Activity Branch, Office of Secumty

(2)

(3)

——————

PERSONNEL

(b) conduct the military detaileéls preexit interview;

(¢) prepare Form 21 and cobtaein from appropriate components .
of the Agency the p051t1ve verification or certification g@ﬁg?
A ce has satisfieds obligations
to the Agencyor kes—-maae satisfactory arrangements to
discharge themg Fao? L2on el

..
(d) schedule the military detailee five days before #¥% last
workdsay for a security 1nterv1ew with the E eyeeaAcﬁivity
Branch§, & :}\ e -"’j{j»?"’f“'*“”'f Y Evlermat  Pclwities

(e) prepare Form 1152, Request for Pers el Action, in
accordance with H&e—:?rievisiom.@h'

(f) review the completed Form 21 aftefv%he‘m%%igary detailee
has visitedthé etessary components on sz last workday
to ensure that all reguired clearances have been properly
verified or certified, complete the certification in the
space provided at the bottom of Form 21, and file the
form in the military detailee's Agency file;

(g) conduct the m;liﬁaﬁyrdetalleeﬁg final exit interview g £ &84+
and at that time retrieve his" Agency badge ead-return it (. Ao A

Tylernal Detvles
(h) in the event it becomes necessary to obtain clearances
on a military detailee in absentia, ensure that the
clearance processing is completed.

The administrative officer of the component to which the
military detailee is assigned will -
7 oo . gl G
Qudi T Giteféalion
(a) notify the Certifiestion and Lieison DlViSlon Office
of Finance, and the Gever—an&—gemm@peiaé Staff and any
Agency components which issued a special clearance still
held by the military detailee;
St ‘#‘*L

{b) ensure that the military detailee has satisfied heks ob-
ligations to the component to which w8 assigned or has
made satisfactory arrangements to discharge them;

(c) obtain all internal clearances required.

The Office of Finance will arrag§e to pay, the military detailee
any moneys due i, and if wemise- {ndetted to the Agency, arrange ?4;1
2T} he mannerzmf repayment. o

6 Approved For Release 2000/06/26 : CIA-RDPd2-00357R660256620035-4
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2d
o '
(4) The Office of Security will
(a) conduct. the ma.—la.—’&ary"”detaﬁeeis security interview;
’ a.»r/:.;tﬁ P
(b) demand end-receive from the military detailee all clas-
L gified and unclassified documents and material remaining T
- qxﬁﬁwvﬂ‘*e‘%mh&g"posse531on, custody, or control that are the
property of CIA or the custodial responsibility of CIA;

. (e¢) receive from Mebitizatiem-end Military Personnel %a.—v:s K
s Agency badges turned in by military detailees who have
cleared the Agency in person and determine that all
badges have been properly accounted forg

_ (5)

25X1C : :
of the Agency unless such documentation has been surrendered
to another Agency component,
. (6) The military detailee will report to the component to which
’ assigned and to other components of the Agency sas—instructed e
, “bo—cbtein-reguired clearances and w#il return bee completed
- Form 21 to Mehilizabien-and Military Personnel By&ea:-e«n on
Wi last workday. Bl pombeitont

d. STAFF AGENTS

25X1C (1) separetion (N

(a) The administrative officer of the component to which
- the individual is assigned will

(1) notify the Contract Personnel Division,-0ffice-of
' . Bersonnel as far in advance as possible of the
25X1A md&ar-l-éuaé.—’swpendlng separation;

(2) prepare Form 1152, Reguest for Personnel Action, 25X1A
as required b@, vin sufficient time to
reach the Contract Pérsounel Division before the
individual's last working day;
N poned Qﬁf& o An g,

(3) notify th an.cg,-cao/mwgensatlon ‘and Tax,

D1v151on o’?f‘ The pendlng separa.tlon,

A

Revised: 16 November 1972 T
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2a(1)(p)

25X1C

25X1A

P

(4) notify e Central Cover Staff of the pending
separation, obtain instructions regarding the
maintenance of the individual's cover legend as
appropriate, and schedule an appointment for an
interview; :

(5) if appropriate, request direct refund of retirement

deductions. by I cvtsining the concurrence
of #a Central Cover Staff and the Office of Personnel.

(b) The Contract Personnel Division will

(1) obtain from all clearing components the positive veri-
fication or certification that the individual heas
satisfied?mn bligations to the Agency or has made
satisfactory arrangements to discharge them;

(2) ensure that the individual receives necessary forms, such
as Standard Form 2802, Application for Refund of Retire-
ment Deductions; .

(3) if the individual muﬂt in person to any component
(see peragraph ef regarding ke spprgval bt <+

mwsi=be -cbtITred- i‘ﬁr&%* entry-of staff agents #wbo;overt
CIA buildings) f'wﬁgf ce |

orm 21, Final Clearance

Record, wa:ibb—s&eh—eempeneﬂ:rs'ﬁm_/cﬂ@ﬂ and request thatzﬂem

she report to those officesPand return to e Contract
Personnel Division with the completed form;

(L) forward completed Form 21 and, when appropriate, Standard
Form 2802 to the Office of Finance.

(¢) The Office of Finance will arrange to,pay the individusl eny
moneys due Jdm and, if LT ed to the Agency, arrange 0/{,\

W*ﬁf repayment.

(d) The Office of Security will

(1) conduct the security interview;

P
A

(2) demand and receive from the individual all classified

and unclassified documents and material remeimimg in 7 'f‘““*“*‘“r’

possession, custody, or control that are the
property of CIA or the custodial responsibility of CIA;

‘Revised: 16 November 1972
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2d(2

(§) take—the-necessary steps toTecover badges, and,
if requested, other documentation issued by or for
the Agency, if not surrendered on the last workday, -

by-the-dndisridual.
(e) The Central Cover Staff will

(1) in collaboration with the component to which the ¥
individual is assigned, determine whether any
previously established cover will be maintained; if
so, give the separating individual instructions re-
garding the cover legend to be used.in—general and

~for.£ittneg income tax returnsi. J

25X1C

Office of Finance within two weeks following the date
v of separation, or as soon as possible thereafter.

(2) Conversion to Staff Employee
(a) The administrative officer will

(1) notify the Contract Personnel Division as far in ad-
vance as practical of the agend's conversion to staff
employee;

, . X ' 25X1C
(2) prepare resignation actlorF and excepted
appointment action on Form ,» nequest for Personnel
Action, in true name, for processing-through apprépriate-

offices. A request for assignment of cover should
be made in Section 18 of Form 1152 when conversion is
to vouchered funds;
or her-
(3) ensure that the individual changes hisACredit Union )
account yaad-hospitellzatiorgand Agency insurance ne-cetd <
policies to true name;

Revised: 16 November 1972 ?

E2 IMPDET .
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_ PERSONNEL .

(k) notify the Office of Finance and the Central Cover
Staff of the imdividusI's pending conversion to .
staff employee status. ‘ ’

(b) The Contract Personnel Division will

(1) request security approval to convert the individual
to staff employee status;

(g) request the issuance of a staff employee badge.'

(3) Separation in Absentia

(a) The administrative officer of the component to which the —
individual is assigned will ' -

(1) notify the Contract Persomnel Division as soon as
possible of the separation, following procedures
specified in paragraph d(1)(a) above;

(2) ensure that the individual receives required documents,
such as Standard Form 2802, Application for Refund of
Retirement Deductions;

(3) obtain from the Central Cover Staff and forward to .
the individual instructions regarding the maintenance
or elimination of cover legends as appropriate;

(4) in cooperation with the Contract Personnel Division
ensure that ske clearance processing is completed;

(2) forward completed Form 21 and, when appropriate,
Standard Form 2802 to the Office of Finance.

(b) The Office of Security will beke—the-necessary steps to-
recover all documentation issued by the Agency (including N

\ badges).
3. POSTSEPARAIION PROBLEMS

Any Operating Official or Head of sa& Independent Office who encounters
a postseparation problem concerning a former employee may refer the
problem to the Director of Personnel, who will review the case with the
official or officials involved; devise, in consultation with those .
officials, a course of action for settling the problem; and prepare and
coordinate official correspondence regarding the case. This does not
prevent Operating Officials or Heads of Independent Offices from

10  Revised: 16 November 1966 ' -
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| ! corresponding directly with separated employees concerning problems
¥

relating to their specific areas of concern provided such correspondence
is coordinated with the Central Cover Staff.

of information, copies of correspondence saou
former employee's Official Personnel Folder.

To avoid possible conflict

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

4
DISTRIBUTION: AB
R
“
B Revised: 16 November 1972 H
4
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, fig. 1

7 .

SECRET

(When Filled In)

FINAL CLEARANCE RECORD 10 office of Finance

EMPLOYEE SERUAL NO. [ NAME oF EMPLOYEE (Last- firat-middle FINANCIAL ANALYS(S NO.

OFFICE OF ASS|GNMENT EFFECTIVE DATE (Separation)

J LAST WORK DAY

D NES IGNAT I ON
D EXTENDED LEAVE

D CSC RETIREMENT D OTHER (Specify):

D CtA RETIREMENT

REASON FOR CLEARANCE

VERIFICATION OR CERTIF ICATION OF OFF (CIALS

t CERTIFY THAT 1 HAVE REVIEWED THE RECORDS OF THIS COMPONENT AND. EXCEPT AS INDICATED. THE EMPLOYEE NAMED 15 CLEARED
OR HAS SATISFACTORILY DISCHARGED HIS OBLIGATION TO THIS COMPONENT.

ROOM NO, & BLDG. |CLEARED BY INITIALS

OFFICE QF LOGISTICS

CENTRAL PROCESSING BRANCH, 0P

MAP LIBRARY DIVISION. OBGI

L1BRARY, CRS

REGISTRAR, OTR

COMMO SECURITY

RECORDS, (SO

SPEC (AL CLEARANCES, 05

CRED!T UNION, OP

INSURANCE BRANCH, OP

CENTRAL COVER STAFF

OFFICE OF SECURITY

OFFICE OF FINANCE

VOL. INVEST, PROGRAM, OP ’ L

PERSONAL AFFAIRS DR, 0P

- CERTF [CATION AND FORWARD ING ADDRESS OF SEPARATING EMPLOYEE

- NUQEER. STREET., CITY, STATE, ZIPM CODE
FORWARD ING ADDRESS >

I CERTIFY THAT TO THE BEST OF MY MNOWLEDGE AND BELIEF, ALL GOVERNMENT PRQPERTY AND RECORDS ISSUED TO ME HAVE DEEN
RETURNED OR HAVE BEEN PROPERLY ACCOUNTED FOR AND THAT | AM KOT INDEBTED TO TUE UNITED STATES GOVERNMENT WHATSOEVER
AS A RESULT OF MY CONNECTI!ON WITH THE AGENCY.

THE ABOVE INITIALED COMPOMENTS WAVE GIVEN POSITIVE VERIFICATION OF THE FINAL CLEARANCE FOR THE DEPARTING INDIVIDUAL,

= .
DATE APPROVED OFFICE OF PERSONNEL APPROVAL

FORM g | USE PREVIOUS
8-72 EDtTIONS

SECRET [E=2, iMPDET CL BY: o07622] ‘4%

Figure 1
Reviged: 16 November 1972

——

P

Approved For Release 2000768728 ¥ CiA-RDP82-00357R000200020035-4



.
.

" Approved For Release 2000/06/26 : CIA-RDP82-00357R000200020035-4 —

1CRET .
SECRE _ <

Approved For Release 2000/06/26 : SHERDP82-00357R000200020035-4



